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Course Details 
The course can be delivered to suit learners needs and can 
include the following units:  
 
Components of the Excel Window 
 
Toolbars 

 Formatting toolbar 

 Standard toolbar 

 Other toolbars  
 
Opening and Closing Documents  
 
Saving a Document 
 
Creating a New Workbook  
 
Entering Data  
 
Copying and Moving Data  
 
Formatting Data 

 Using bold, underline 

 Changing the column width  

 Adding borders  

 Inserting/deleting rows/columns  
 
Formulas and Functions 

 Using sum feature  

 Basic operators (+ - * / ) 
 
Formatting Numbers 
 
Adjusting Page Setup Settings  
 
Printing the Worksheet  
 
 



 

ALL FEES ARE SUBJECT TO REVIEW 
PLEASE REFER TO PART TIME PROSPECTUS 
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